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FOR EMPLOYEES OF THE 
DEPARTMENT CF TRANSPORTATION 


STATE OF NEW JERSEY 


DECENTRALIZED CLASSIFICATION AND 
EXAMINATION APPEALS PROCEDURE 


Listed below are the appeal procedures for decentralized 
classifications and examinations. The appeal procedure on 
examinations apply only to those examinations that are con- 
ducted in the Department of Transportation and do not apply 
to examinations conducted by the Civil Service Department. 


|. DECENTRALIZATION APPEALS TO 
PERSONNEL OFFICES 


A. EXAMINATION PROCEDURE APPEALS. 


1. BASIS OF APPEAL. 


An appeal may be made to the personnel office by any 
employee believing himself aggrieved by any of the 
following decentralized examination procedure deter- 
minations taken by a personnel office: 


a) rejection of an application, 

b) refusal to test an applicant, 

c) constituency of rating board, 

d) score, 

e) refusal to certify an eligible for appointment. 


2. FORM OF APPEAL 

The appeal must be in writing and include: 

a) petitioner’s name and mailing address, 

b) examination title and symbol, 

c) the specific action or matter on which the appeal 
is based, 

d) facts in sufficient detail to enable the personnel 
office to determine whether relief is warranted. 


3. TIME 
a) The appeal must be submitted, or if mailed, post- 
marked by midnight of the 7th calendar day following 
the occurrence or notification of the occurrence 
which caused the appeal. 
b) The personnel office must render its determination 
concerning the appeal within 7 calendar days from 
receipt of the appeal. Should the employee still feel 
aggrieved he may appeal to the Department of Civil 
Service, Division of Personnel Management. 
In those departments where there is a central per- 
sonnel office, the appeal to the agency personnel 
office may be referred to the Central Office when so 


provided by internal departmental procedures which 
have been approved by the Department of Civil Ser- 


vice. The time limit in such cases shall allow an 
additional 7 calendar days in such referral. 


B. CLASSIFICATION PROCEDURE APPEALS. 


1. BASIS OF APPEAL 


The employee may appeal any decentralized classifi- 
cation procedure action by the personnel office if the 
action adversely affects the employee or if the employee 
believes himself aggrieved by the action. 
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2. FORM OF APPEAL 


The appeal must be in writing and include: 
a) the employee’s name and mailing address, 
-b) the employee’s preserit and proposed title, 


c) the specific action or matter on which the appeal 
is based, 


d) facts in sufficient detail to enable the personnel 
office to determine whether relief is warranted. 


3. TIME 


a) The employee to be reclassified must be notified 10 
calendar days prior to the effective date of the new 
classification; appeal from such determination must 
be made to the personnel office before the effec- 
tive date or within 7 calendar days from the date of 
receipt of the notification, whichever is earlier. 


b) In those departments where there is a central per- 
sonnel office, the appeal to the agency personnel 
office may be referred to the Central Office when so 
provided by internal departmental procedures which 


have been approved by the Department of Civil Ser- 
vice. The time limit in such cases shall allowan 
additional seven calendar days in such referral. 


Il. DECENTRALIZATION APPEALS TO 
THE CIVIL SERVICE DEPARTMENT. 


A. NO DECENTRALIZATION ACTION MAY BE AP- 
PEALED TO THE CIVIL SERVICE DEPARTMENT, 
DIVISION OF PERSONNEL MANAGEMENT UNTIL 
THE EMPLOYEE HAS EXHAUSTED THE PER- 
SONNEL OFFICE APPEAL PROCEDURE. 


1. BASIS 


Any decentralization appeal action or relief rejected 
or denied by the personnel office may be appealed to 
the Civil Service Department, Division of Personnel 
Management. 


2. FORM OF APPEAL 


The form of appeal shall be the same as is necessary 
for the personnel office, but must include a statement 
concerning the disposition by the personnel office and 
the date of receipt of that disposition. 


3. TIME 
The appeal to the Division of Personnel Management . 
must me received within 7 calendar days from the date 
of receipt of notice of the action by the personnel office. 


4. DISPOSITION 
A summary determination will be made by the Depart- 
ment of Civil Service, Division of Personnel Manage- 
ment in all cases where a hearing is not required. 


5. APPEAL TO THE CIVIL SERVICE COMMISSION. 
a) Classification Actions 
Any person who is aggrieved by the determination of 
the Department of Civil Service, Division of Personnel 
Management concerning his classification action ap- 
peal may appeal to the Civil Service Commission in 
writing within 20 days after receipt of the notice of 
such determination or ruling. 
b) Examination Actions 
Any person who is aggrieved by the determination of 
the Department of Civil Service, Division of Personnel 
Management concerning his examination action appeal 
shall be afforded an opportunity to submit facts to the 
Civil Service Commission in writing within 20 days 
after receipt of notice of such determination or ruling 
for consideration in review of the determinations. 


Ill. EFFECT OF AFPEALS 


A. NO APPEAL OR REQUEST FOR REVIEW SHALL 
STAY OR PREVENT ANY DECENTRALIZATION 
CLASSIFICATION OR EXAMINATION ACTION OR 
PROCEDURE UNLESS ORDERED OTHERWISE 
BY THE CIVIL SERVICE COMMISSION. 


In those cases where the examinations are con- 
ducted by the Department of Civil Service, you will be 
advised of the appeal procedure at the time you take the 
examination. 

This information is being disseminated to all em- 
ployees in accordance with Decentralization Guide- 
lines and it is expected that all employees familiarize 
themselves with the procedure outlined above, since the 
Division of Personnel will not be in a position to as- 
sist any employee who does not comply with the pro- 
cedure. 


CODE OF ETHICS 
DEPARTMENT OF TRANSPORTATION 


PURPOSE 


(a) The following Code of Ethics is formulated pur- 
suant to the mandate contained in New Jersey Con- 
flicts of Interest Law effective January 11, 1972. 


(b) The purpose of this Code of Ethics is to guide the 
conduct of employees of the Department of Trans- 
portation in conformity with the outline as set forth 
in the Conflicts of Interest Law with particular 
application to the needs of the Department of Trans- 
portation. 


TO WHOM THE CODE APPLIES 


(a) This Code of Ethics shall apply to all persons em- 
ployed by the Department of Transportation on or 
after January 11, 1972. 


(b) The word ‘‘person’’ shall include all natural per- 
sons, associations or corporations employed by the 
Department of Transportation. 


(c) Employee shall mean any person holding an office 
or employment with the Department of Transportation. 


VIOLATIONS 


Violations of the Code of Ethics herein set forth 
shall be cause for removal from office, suspension, de- 
motion or other disciplinary action as deemed fit by the 
Commissioner of Transportation. When an employee 
who is in the classified Civil Service shall be charged 
with a violation of the Code, the disciplinary proce- 
dures shall be governed by the applicable Civil Ser- 
vice regulations. No action for discipline or removal 
shall be taken without the approval of the Executive 
Commission on Ethical Standards. Any Department em- 
ployee found guilty of violating any provision of the 
Conflicts law or this Code shall be subject to a fine 
not less than $100.00 or more than $500.00 and may be 
suspended from office for a period not in excess of one 
year. A willful and continuous disregard of the provi- 
sions of the Conflicts law or the Code may result in an 
individual being removed from office and barred from 


holding any public office in this State in any capacity 
for a period not exceeding five years from the date on 
which he was found guilty by the Executive Commis- 


sion. 


SHORT TERMS 


Hereinafter the Code of Ethics of the Department of 
Transportation shall be referred to as Code and the 
Department of Transportation shall be referred to as 
Department. The New Jersey Conflicts of Interest Law 
shall be referred to as the Conflicts law. 


GODE-ORPE 1 HIGS 


(a) No Department employee shall have any interest, 
financial or otherwise, direct or indirect, or en- 
gage in any business or transaction or profession- 
al activity which is in substantial conflict with the 
proper discharge of his duties with the Department 


of Transportation. 


(b) 


No Department employee shall engage in any busi- 
ness, profession, trade or occupation which is sub- 
ject to licensing or regulation by a specific State 
agency without promptly filing notice of such activ- 
ity with the Executive Committee on Ethical Stand- 
ards. 


No Department employee shall use or attempt to use 


his official position to secure unwarranted privi- 
leges for himself or others. 


No Department employee shall use or attempt to 
use his privileged access to Department equipment 
for his own benefit or the benefit of others. 


No Department employee shall act in his official 
capacity in any matter wherein he has a direct or 
indirect financial interest that might reasonable be 
expected to impair his objectivity or independent 
judgment. 


(f) 


(g) 


(i) 


of 


No Department employee should accept any outside 
employment or service which might reasonably be 
expected to conflict with the excercise of his offi- 
cial duties with the Department. 


No Department employee shall knowlingly act in 
any manner that might reasonably create an im- 
pression in the minds of the public having knowl- 
edge of his conduct that he is acting in violation 
of his trust as a Department employee. 


No Department employee shall solicit, receive, or 
agree to receive directly or indirectly, any compen- 
sation, reward, gift, employment or other thing of 
value from any source other than the Department 
for any service, advice, assistance or other matter 
related to his official duties. 


No Department employee shall willfully disclose to 
any person whether or not for pecuniary gain any 
information pertaining to Department matters which 
is not generally available to members of the pub- 
lic which he receives or acquires in the course of 
his official duties. 


No Department employee shall remove or in any 
way aid and abet the removal of any supplies, 
materials, goods or equipment belonging to the De- 
partment from its garages, maintenance buildings 
or storage locations, unless such removal has 
been authorized pursuant to the conduct of Depart- 
mental work or activities. 


| hereby certify that this is a true copy of the Code 
Ethics adopted by the Department of Transportation 


and approved by the Commission on Ethical Standards. 


DATE: 2/10/72 


WILLIAM J. WARD 
DEPUTY ATTORNEY GENERAL 
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MORE THAN TWO MILLION LETTERS AND 
PARCELS HANDLED BY DOT’S MAIL SECTION 


“Neither snow nor rain, nor heat nor gloom-of night 
stays these couriers from the swift completion of their 
appointed rounds,’’ is a slogan of the United States 
Postal Service, It might also be the slogan of the De- 
partment’s Mail and Distribution Service. 

More than two million letters and parcels, close to 
9,000 packages, 3,300 auto parts and 400 telegrams 
were handled last year by the staff of the Mail Sec- 
ion, of the Bureau of Records and Services in the Di- 
vision of Central Services. 

Approximately one-half of the total volume consisted 
of postage-free interoffice mail handled at a consider- 
able saving in U.S. postage. In addition, five courier 
services, consisting of three trucks and three drivers 
traveling more than 125,000 miles, provided two-way 
interoffice mail, parcel and supply delivery service to 
32 Department sub-offices throughout the State. 


ca Es 


Vincent (Jim) Shiron, Truck Driver, is getting ready to 
make his mail run from the main building to Fernwood, the 
office on Farrell Avenue, the State House and the Post Of- 
fice, a route he completes four times daily, five days a week. 

Other mail runs include a courier service to the northern 
section of the State handled by Albert Stam, to the southern 
part, by John Gibson; and to the central area, by Ray B. 
Holman. 


The courier service was used by Purchase and Stores 
and the Equipment Bureau to deliver small automotive 
parts between the Fernwood Warehouse and various 
Equipment garages. Also, weekly time sheets were 
picked up from sub-offices and delivered to the Main 


used for pavement markings than in the past. 


(The Transporter published in its last two issues brief 
descriptions of the extensive changes as recommended in 
the Federal Highway Administration’s recently issued ‘‘Man- 
val on Uniform Traffic Control Devices’’) 


Yellow lines will delineate a separation of traffic 
flow in opposing directions. The center line on two- 
way roadways will be dashed yellow to differentiate 
from the dashed white lines used on multilane one- 
way roadways. This will warn drivers who leave one 
way roadways that traffic will be opposing them to the 
left of the yellow line. 

Other uses of yellow will include occasional left 
edge-lines on divided roadways where traffic cannot 
pull entirely off the roadway, and for the marking of 
obstructions and islands which must be passed on the 
right. Below are two more examples of the new sym- 


bolic signs: 


White on green 
gives direction _ White on blue indicates 
or guidance motorists’ services 


Jim Wallace, Mechanic with Maintenance, assigned to the 
Newark Garage, checks the anti-freeze in a Department truck, 
one of many jobs Jim does to help keep the fleet **on the go.’’ 


Happy Notes 


A Happy Anniversary to Mr. and Mrs. Tony Fazio 
who recently celebrated their first anniversary. Mrs. 
Fazio is the former Mrs. Lee Nagy of Trenton with the 
Office of Design, Newark. The couple celebrated their 
anniversary with friends and family at home. 


Nick Yarnella, Truck Driver with Maintenance, Dis- 
trict Ill, has been appointed chairman of the 1972 Poppy 
Drive for the V.F.W., District 18, Mercer County. The 
District’s drive will start in May. 

Mr. and Mrs. John Telencio have announced the en- 
gagement of their daughter, Miss Faith Ann Telencio, 
to R. Michael Slivestrov, Engineering Aid | with Aero- 
nautics. A spring wedding is planned. 


Mr. and Mrs. Lewis Larason have announced the en- 
gagement of their daughter, Miss Peggie Ann Allshouse, 
Clerk Stenographer with Personnel, to David Keith Bak- 
er who is serving with the U.S. Army in Alaska. 


John E. Hobson, Senior Engineer with Design; Don- 
ald E. Anderson, Assistant Supervisor with Mainten- 
ance; Donald Hendrickson, Foreman with Maintenance; 
and John Supal, Bridge Repairman with Maintenance, 
recently spent two weeks at Gulfport, Miss., on active 
duty with the Naval Reserve Sea Bees, MCB-21 Sub 
Unit 4-13. 


Joseph Messina, Foreman, District Ill with Mainten- 
ance, and his wife are the parents of a son, Joseph, 
born Feb. 14 at Helene Fuld Hospital. The baby weighed 
seven pounds and six ounces. The couple have seven 
other children. 


The engagement of Miss Linda Gail Gephart, Tech- 
nical Assistant, Graphic Arts with Central Services, 
to James B. Petersack, Engineering Aid | with Mat- 
erials, has been announced by Mr. and Mrs. Franklin 
Gephart. The wedding ceremony will be performed at 
the Incarnation Roman Catholic Church April 8. 


Fred L. Shill, District Superintendent with Mainte- 
nance and Equipment, Region Ill, is recovering from 
a recent operation. Friends and co-workers, particu- 
larly of the Freehold Office, miss him and hope that 
he will be back to work soon. 


Pictured discussing whether to issue a permit for the in- 
stallation of a driveway in Region Four are left to right: Will- 
iam Wislocky, Inspector Highway Permit |, and George Tan- 
ger, Inspector Highway Permit II. 

Permit requests for installing driveways, utilities and 
telephone poles, for moving houses, for holding parades, 
and a variety of other activities within the State’s Right-Of- 


Way in Region Four are handled by a staff of five headed by 
William Wislocky. Included on the staff, in addition to George 


Tanger, are: Nick Branco, Olvin Bunting and Nick Klein, In- 
spector Highway Permit Ills, each of whom works out of the 


Cherry Hill office. 
An average of 100 permits are issued monthly throughout 
District Four. 


KOZLOV PRESENTS PAPER AT HRB MEETING 


A formal paper which suggested that ‘‘preformed 
elastomeric (synthetic rubber) sealers’’ offered the 
most advantageous solution to the problem of sealing 
bridge joints, was presented by George S. Kozlov, High- 
way Engineer with Research, during the 5Ist Annual 
Meeting of the Highway Research Board. The presen- 
tation was made during one of the Board’s regular ses- 
sions held in Washington, D.C. 

The paper was written as a result of several years 
of research that culminated in the construction of two 
experimental bridges resulting in the design and con- 
struction of adequately sealed bridge joints. 

“The results of this venture," said Kozlov, ''were of- 
fered as an interim solution until additional research 
further substantiates or improves the solution we offered: 
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TO: 


Q. What is sick leave injury (S.L.1)? 


(Continued from February issue) 


A. An employee suffering a job injury;: when taken 
to a hospital emergency room or doctor’s office, should 
advise if it is employment connected and bills should 
be sent to the Department’s Medical Section, 1035 
Parkway Avenue, Trenton. The employee who pays 
for any drugs or medications should send receipted bills 
there also. 


GOT A PERSONNEL PROBLEM? 

Anyone having a personnel question or problem can call 
the Employee Relations Section at 609-292-3180 (col- 
lect) day or night. No employee will be critized or rep- 
rimanded for using this service. 


COVER 


Steve Socey, Mechanic with the Division of 
Equipment, helps repair one of the Department’s 
three pavers brought into the shop for a general 
overhaul. During 1971, the three pavers were 


used to lay approximately 160,000 tons of as- 
phalt on New Jersey roads. 


